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E-MORRIS Introduction

0 E-MORRIS is GSA’s system that supports billing and inventory for the Networx contracts.

o E-MORRIS enhances MORRIS functionality for Networx, but is a separate website with separate access.
0 URL: https://emorris.fasbilling.gsa.gov

o0 There are three levels of Agency access to the website:
o Public — general info, account registration forms, reset password form
0 Agency User — inventory and billing, depending on approval of Agency DAR Admin
o0 Agency DAR Administrator — Agency user, plus screens to manage other accounts

o0 This briefing covers the following topics:
o Inventory and billing process overview
0 Website account registration process
0 User account set-up and navigation
0 Networx inventory screens
o0 Networx billing reports
0 Manage Users screens (for Agency DAR Administrators)
0 E-MORRIS help and contact info 2
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Inventory and Billing Process Overview

o Inventory Process (could be daily on business days)
o0 Load vendor Service Order Completion Notice (SOCN) to inventory database
0 Check against Pricer and report errors to vendor (vendor may send corrected SOCN)
o0 Post inventory data to tables for web access

o Billing Process (monthly)
o Load vendor invoice, detail billing and adjustment files to billing database
0 Balance invoice to detail to ensure accuracy of billing data
0 Run verification check for:
o Elements populated
SOCN for each order; billing consistent with SOCN
Correct prices
No duplicate billing
No over 90 day billing
0 Exceptions feed into disputes process (centralized only) and SLA count
0 Run customer billing (centralized only)
o Feed to IPAC process
o Post data to tables for billing web reports
o View/print, download data, data layout

O O OO
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Home Page (public access)
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G5A Info

MORRE

Links to other web
sites (access
controlled separately,
as required)

Links to general
information about E-
MORRIS

Federal Acquisition Service

E-MORRIZ

Enhanced Morthly On-Lin= Records and Reports of informabion Technelogr Services.
Wisicome tn G54°8 web she for N=tworx Biing and imeentory Mansgenem

This is a Restricted Site

gl MR b B regeliared wear i order 10 BCEes this wabaite, IF you ana curnsnily
rageisred, pleaze srier your Ussr Name and Pazevwerd fo iog m.

Login Now
Uaer Hame
Pamawiord
Register Mew Forgot Passwerd Other Login Problems
w Reqie a1 Rasistans
VA RBHNG:

This is a U.5: General 3srvices Administration Fedsral Govemiment computer system that is
*FOR DFFICIAL USE OHLY™. This system s subject to monttonng. Individuals found perfarming
unauthonzad actreties ars subjact to discplinery action including criminal prosecutian.

U.S. General Services Administration

(@)

FOR DATA ACCESS:

User ID & password required.

Agency users must be authorized
by the Agency DAR Administrator.

Agency must have a copy of the
DAR Administrator letter on file
with GSA.

3 ways to get an account:
0 Register Now form (any user)

o Multiple Users form (DAR
Admin)

o0 DAR Admin can create through
web screens

If you have an account and forget your
password, click Reset Password and
enter your email address.
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Account Reglstratlon Screen

Thiz form registers one user
for an E-MORRIS account. I
you are a DAR Administrator
and wish te register multiple
uzers, pleaze click here to
download a form.

Pleaze enter your contact
information into the fields at
the right.

* Indicates that vou must
provide this information.

Please make sure to provide
a valid email address. You
will be contacted at this
address when your request
has been processed.

Please enter at least one
Agency Hierarchy Code
{AHC). ou must enter at
least two characters; you
may enter up to 28. A partial
AHC means access to all
AHCs starting with those
characters (e.g., "47” means
you are requesting all AHC=
starting with 47. If you enter
47, you don't need to enter
levelz that rolito it, e.q.,
4712, 47001234). You may
enter multiple AHCs, either

Comments

E-MORRIS Registration Request Information

# Email Address | SMoITis. user@agency.gov

First Name|Emurris |

* Last Name|Us&r |

# Phone |555-555-5555 |

Address |123 Mountain Road

City | West Glacier

State . WT |

zip [s4321 |

* Agency |TEM
Hierarchy | TEO3
Code(s)

* Module

Networx Inventony
Access

[¥] Networx Biling

Thiz iz a demo reguest for E-MORRIS access

#* Indicates a Required Field

m | Submit Request

(@)

Form accessed through Register Now button on the E-
MORRIS home page.

Submitted form populates a request table in E-MORRIS.

Agency DAR Administrator and GSA get a system email
with request information, and can access the request
through a web screen.

User gets a system email with UserID and password,
once the DAR Admin or GSA has created the account.

Agency Hierarchy Codes

(0]

(0]
(0]
(0]

Identify your requested level of data access
You must enter at least two characters
You may enter up to 28 characters
The more characters you enter, the more your access is
restricted*, e.g..
o Ifyou enter TE, you get all AHCs starting with TE

o If you enter TEOOO0O0000000000000000000000,
you get only that AHC.

You may enter multiple AHCs (separated by ; or on a
separate line)
5

*Note: AHC access actually granted is subject to DAR Admin approval, and may be different from what is requested.
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Multiple Users Registration Form

o Downloadable form accessed through link

ﬁﬁs"?::c::ﬁ be an Agency Transition Manager or Agency DAR A(Ininisﬂntol to use this form'' ' On ReQISter N OW page Or ContaCt U S page "
D i i e aeemes o MORRIE Gl aper ey, o Agency DAR Administrator emails the

""" 1 1S Torm does not ply a single account tor all applications. It IS only a streamined method of requesting access.” " com p|eted form to the FAS B”“ng He'p

Pleasze complete this form to indicate your approval for users in your agency to access GSA applications. Desk (faSbI | | | n g . he | p @ gsa g OV) .

Check the box(es) next to Agency Transition Manager andior &gency DAR Adm inistrator asthey apply to you.

Please include the information for yourself as the agency authorizing official (Agency Transition Manager andior Agency 0 AR Administrator).
“ou may authorize multiple users and include them on thisfonn .

Email the completed form to fasbilling.helpi@osa.gov

GSA creates the requested accounts.
0 Each user gets a system email with User

@]

Request Type: For esch user, checkthe box to Create a New Account, Modify an Exsting Accournt or Delete an Bxisting Account
Access Pemissions: ID and password, once GSA has created
Agency Hierarchy Codes: EMCORRIS access islimited to the Agency Hierarchy Codes (8HCs) listed on this form . the account

& partial AHC means that & user gets accessto sl AHCs starting with those charadters (2., an 2HC of "TE" means that & user getsaccess
to all AHC = starting with TE)
Wou must erter &t leastthe first teo characters. You may enter up to 28 characters.
Youdo NOT need to enter ower level AHCS for a user if you enter the higher levels (2.0., 1 you enter TE for a user, you do not need to enter .
TEO, TED1AB, ste Agency Hierarchy Codes

Functionaiy: Rocoss impies viewimntoveions sapatiiss Tnare 1 oo el o tices ety s oeos HOAIEE. o Identify requested level of data access
Exampie completed farm: o] You must enter at least two characters
Point of Cortact Infarmation Access Permissions
e _ 0] You may enter up to 28 characters
pe AEEN vl | DAR Admin AEEHO vl
MHE : o  The more characters you enter, the more a
HHE T | emones user’s access is restricted, e.g..
‘§ % z : o |Ifyou enter TE, user will get all AHCs
%} %‘ ﬁ Agency Hierarchy Codes to Access E@ Eg E Startlng Wlth TE
First Name Lact Hame Ernzil Address Phone Nurnber Agency Name 5|28 List =il Sf | BE| 3 o If you enter
[Fgency At harizing CFicial (oheck & thaf apply for you]
L = Ry |f2&5§6—|_l5630 pgeney OnR pominsrter | | | TEOOO0O0000000000000000000000,
| E— | . - 1 user will get only that AHC.
I rove the following usersfor system access: .
r?if tiser ? Styest.user@agen .gov 1235556000 _|TEST Agency x ;:g; x x x B 0 You may enter mu|t|p|e AHCs
TE DSABCE = = 6
ek | AcoowTd newy. accounti@ageney. gow 235557000 |TEST Sub-Agemcy X TE O ABCOXRXR 12 3 0000 2A 0000 X X
TEMEFGHXXXEX A2 3000020000 x x
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Navigation and Account Set-up

A E'MO RRIS Weleome Demo Adara | My Account | Logout
GS&-\ Enhanced Manth ecords and Reports
of Infarmation-Te y Senices
Home Billing Reports Manage Users

Home User Guide FAQ News ConfactUs

Home > My Account

My Account 0  Must change password and accept Rules of Behavior
= Change Password on |n|t|al IOg-ln
= Change My Notifications User Name DEMO.ADARA@AGENCY.GOV
e Fiusfing e | o  Standard web site navigation
Lot M A ! o0 Tabs across top for modules
Address |321 Desert ighway | 0 Links (sub-tabs) underneath for pages within
City!LﬂsVegas | mOduleS
state N |

o[ | 0  Click on My Account link in top right corner to:
— | 0 Update POC info - optional

o0 Change Password - required every 90 days

o Change system notifications - optional

o]

Change navigation preferences — optional
unless you have more than 500 Agency
Hierarchy Codes (see slides 28-31 for more
info)

Email Address |

Telephone 122 555 5000 |

7
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Navigation and Set-up (continued)

My Account task screens ‘oo o  Options available for all users

My Notifications 0] If you are an Agency DAR Administrator/ Account
Manager, you can set these options for your
_ = Change Password users (see slide 41), as well as yourself
HNotify me when these events occur m  Change My Motifications q

for Agency Billing m Change My Preferencesz (0] HOWGVGT, users can Change the SettlngS through
Agency Reports Available for Month thelr OWI"I a.CCOU I’]tS .

ez
forManage feers o  Change naotifications — options for getting system emails
Notify Me When a Registration is Received . i

Yes o Billing reports available

[“save || cance | 0 Registration request received (option for DAR Admin account only)

My Preferences . . . . .
o] Change web site preferences — options for changing navigation defaults

o Download format —recommend tab delimited (TSV)*

Common Elements

Download File Format 0 Alternative start page after log-in — default is Home

Alternative Start Page 0 Rows per page — default is 30

Rowrs per Page »_|¥ 0 Include column headers — default is yes

include Column Headers in Download File [ves (9] o Default report when first clicking on billing tab — default is MSOA
Agency Billing .

Defaut Report [Servios Sy 5 0 AHC selector type — default is dropdown

AHC Selector Type B R Changing these settings is optional, with the exception of AHC Selector
m Type IF you have more than 500 AHCs (see slides 28 — 31)

*Note: Default download format is comma delimited (CSV), but there is an issue in which Excel translates AHCs to scientific notation. TSV format negates the issue.
If you dont set the default here, you can choose TSV format for any report by clicking on the down arrow next to the Download icon and selecting tab delimited.

8
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Networx Inventory Management (NIM)

browse screens — active and history °© fopulated fromvendor SOCN
[ vome [N o Reparts |

Browss loventory e sy rroes 0 Query by AHC or UBI.
Additional filters optional.

Bovin > Heatercen Iy livy

Browse Inventory

0 Click on View to see detalls.

Contract | &1 | Contraccor Verder] % geC Starts Wigh.., TC

. o e = o Add report fields via customized
Advanced Seanch Options: q uery |Con .

Originating NIC Service Oroer No

cum|_ : Ash o0 Select, filter, sort on any field
_ via Custom icon (see slides 32-36).
'.ﬂl'..-s-'.:—:e Ouery 5 Prisker Frizradhy ﬁ Downioad = & Downioad Phone Ho :ﬂl'l;f'il: I.ﬂ':.":'fl :ﬂl'..s':'n Phonz Ho =.?|';."
CONTRACT CONTRACTOR OREBGINATING HIC  ASRS AH CLIN SERVICE ORDER MO UNIT PRICE R

Universal|Vendorl  |CLHAMDOSURT |TESTASRNTZON|TE03000000000000000000000000| TESTUBITION|FLE oTEo1L1[d88 i1 0] Download contains a” GOV’t'
EED |Univessal | Vendosl FIRMCAAURT |TESTASRFITOZ |TE03000000000000000000000000| TEETURITECE |PLE Dia0600 [38% A74.95 requested J . 12 2-4 (SOCN)
Untversal|Venderl  |FI@mmaaUsT |TESTASRNTEOS|TE03000000000000000000000000|TEsTURITE08 |Fis o7e01L1f3a3 az1 fleldS
Oniversal|Venderl  |cIMamposoe? |TesTasmwres: [Teosososososocococosooscncos|rzsroerres|srs [ovecarifss: 136.58 '
EED |oniversal|vandsel  |FImsroanss |Testasmwreos|Tessososococoonsososooscnona|TzsrrerTIos fsrs o7e0arl fzas 1608 . . . .
Univezsal|Vendecl  |TEosomrcoot |TEsTasawros|TEceocococacococonocoooonooal|TEsTusITIoE oze03s1|TEsTScmo0E 4.5 (0] View |nvent0ry hIS'[OI‘y Via the
Uriverssl|Vendorl  |TEcBOMIcSoL (TESTASmeTEos|TEasccasosasocosasosassasssalrTeerusrTecs frs pa1snos | rEsTScmoaN 1 Browse Inventory H|St0ry I|nk
(@5 [rrsverani|vendnet  |Teosmricon: |rEaTAsAiTEas |TEas0000000000c0000nonane0a| TEATIRITEGS |The | |ana4nns | rEsTeemann 1
KD |universal|vendocl  |TEosowicoot |TEsTasRKTEos|TE0sosocococococososoodoncoo|TEsTusITIosfacs  |oaesocz|rEsTscmsos ? 9
Oniversal|Vendcrl  |T=osowrcon: |TESTASRKTESS|TEOSODOMODOCDCICODDROODOUODO|TESTURITEZOS(Acs  [ozesnos|r=oieoscon |
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NIM error reports — active and history

CMORRIS R

Ty erdery
REEEmEEn  QENAE DNELErHElE MM Actve Froom ) daan: Eas

gy * fistogen |pwgrapey * Gty BEEH Erce Annet

MHiM Active Ermors

AHC Starts Wi, | Lond Date | 21 Dates- % Corract| £ | Comtravter | &1 il - |

5F"I+'F'1:r:':' 1:![._—-.-. Vinad | ®] il'.'.-:'-:"

Comtact i

i TEETURITEGE a5 Edad TRERCHToRGE |ad—ui- 3068 GB B8 0% Bl TRATOLETEOB| TRERSHTCHIL] - TERTRSEHTI I |E2 00k - I8-FEE-a4 |TROBLIGGGE
L t TESTURITRAR A4 GITREVONTORNL |05 -HAY-S003 05 L5: 05 FRliad TEATORATE OB | TESIOHTSIALY - TESTRIRHTT D |L30833 . 54~ FER- 00 [TEORIE A0
1 TESTURITE0E |13 EI 0 TROIONICROL |09 -3UF- 2008 0= 1503 B TESTORRTEO6| TEEOHTOL] - TEETASRHIIOS | 150033 - 33-FiE-d6 |TI0e0I0000
L TESTUNITEGS (052 11 44CLENCHS T8 |07 -AFE=T008 08: 0847 XE|18 TESTORETEDS [CLEXDHSSTZA)~ TESTASENIICK |130033 - 23=J0L=06 |TEDADC0000
H i FEETHRITEO4] 43801 FEERNCHSETIA 12T -A0D- 2004 SESTORATE O | cLENCHIETIA] - TESTASENTDN 120023 = 33- FL-a4 JTE0ADIa005
@ | TESTUEITEAS a054 S JAREINTR 3D |51 #0060 TESTORRTEOE | RELHTROHRE |- TESTASEHTENS |12 0038 = S-00T-04 |TEOEIIGGE
i 1 TESTUAITE0G 00950 L AKALNTH DAL |51 -HAR- 2002 11152 TESTDRETE 05| ASLHTROBRE | - TEFTASRNTESS | 120033 m A -DCT-06 JTENE0HI00
2 1 TESTUNT JARBLETX D3RAS |31 =80a=3 000 FESTORETIOR | ARLNTXOMERS | = TESTASENTICA |150033 = OL=0CT=d4 |TEORDCOO0Mm
2 TESTURITEOS|20S5 L IANTNTROMEAS |21 ~2E 0~ 25 50 18 | TESTOARTIOL [ ARIETEOMAD TESTASENIIOE |120633 £k =00T=4£ | TENSOI000
o 1 TESTURITEOS 009501 LANLETKOINAS |31 -Ha0~- 1008 TESTORETEOE | AELHTKOHEAT | = TESTASENIICS | 130033 - CL=—0CT=04 | TEDROI000E
E TESTIMITEN 053 12 A4CLEXCHSATEA |07 -AFR-T0DS 09: 0847 Mmjie IZSTORRTEO 4| CLEXCHSTRA] - TESTASRNIZCA |120033 = 23-JUL-04 TE0ADI0000
2 i IERTURITROM AT LA SCLANCHOERIR 07 -AIR- 2003 0055147 N_|I'1.E TRATDAATE O | SLENCHRETI B - TRERRIRHTR A A2 0050 = T3-TUL-4§ |TROLES000
3 i TEETURT IO [0SR 00 0SS LELCH BT & |0 -RFG-T008 L0- B3 ;04 el TEATOARTEOA | CLEROHEE D a ] - TEETARSRHTIN | L5008 - 38=TUL~0% |TRO4DI0000
H 3 TESTUOT -'"'!, u TR oM (21 -BR-2000 L1637 47 :lqd]'u TTATDARTIOE | ARTHTHOMRE ] - TEFITASRNTIZE |120030 - S8-D0T-44 |TEORIIR0

0]

Report of SOCN errors
found and reported to
vendor.

Active errors link shows
open errors. History errors
link shows corrected errors.

Shows all NIM fields, plus
error descriptions.

Select, filter, sort on any

field via Custom icon (see
slides 32-36).

Vendor errors can only be
corrected by a new SOCN
from the vendor — GSA
does not change vendor
SOCN data.

10
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Billing Reports

Billing Summary — total charges by vendor and contract

MSOA — charges by Networx service type and category

Service Summary — charges by Networx service

Call Detail Summary — usage charges by phone/card number

CLIN Detail — charges by CLIN

Conferencing Services — charges for audio, video and web conferencing services
Vendor Adjustments — detail of vendor adjustments

GSA Adjustments — detail of GSA adjustments (central only)

Charges by Service — total charges by AHC and service (download only)

UBI Summary — charges by vendor Unique Billing Identifier

GSA Disputes — detail of disputes filed by GSA on behalf of Agencies (central only)
Vendor Disputes — detail of disputes as provided by vendors

Update LOA — reference list of central billed, billing level AHCs with BOAC and LOA

O O0OO0OO0OO0OO0OO0OO0OO0OO0OOoOOoOOo

o

All reports apply to central and direct billing, unless noted above.
All reports have printer friendly and download options, unless noted above. 11
o Data layouts are available with the download files, and in the billing report user guide.

o
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MSOA / Reports Availability

Select Report Criteria

. . . EiIIPeriod Vendor | Vendor2
0 E-MORRIS “bill period” is the usage month | sesenvesr ¥ conore|cenm ]

0 The vendor invoice is delivered by the 15™ business day of the
following month (approx. the 21st or 22nd)

o E-MORRIS billing reports are available 2 months after the usage
month (between the 10t — 15t calendar day)

o For example:

TEM

Usage Vendor Invoice E-MORRIS IPAC / Bill
Reports (central)
Jan1l-31 dated Feb 2008, dated Jan 2008, dated Jan 2008,
delivered by Feb | posted between billed between
21 or 22 Mar 10 - 15 Mar 22 — 28 12
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Billing Summary Report

E-MORRIS Vielgome Enetia User | Wy Aoaount | Logait
. [ e R e T A T
ol T S
IR

Susmimasy MS04  Serdice Summany Regorts  Changes by Ssrvice  Adusinest Rzperls  Delal Reporls  Summsny Feports Dispule Bepons

Hgne > Rilling Repprs > Bunmesy

_l:ih.:i'c o Sedect
|tAeoons CentralDirect | Central (0] H IgheSt IeVEI

Erd] Biling R=ports

o immand : : : summary of charges
[ Eusos & Hide Sefectian Box Eﬁﬂla'-:'t":':-' i*_-::.'.'?n: o G e e :’j-.i"*'*" by Networx Vendor

+Hoervice Semmnary Reporis
| B communicetons Transpert

- FIF Based Hetworx Bllling Summany By Maonth and ContraCt
B cptical
| B3 Managementispplication Ageney Hierarchy Code: TEN00000000000000000000000 Bill o AHC: TEO1 DD00000DIIC00000I000000
R —— Aganey Mima: Agancy ENEFD BOAC: TEETIH

—uﬁaaﬁ.‘ﬂ Lirg of Accourdineg: Candralifiract: Canal 0 Query by AHC and
Bty Central/Direct

P access
L 0 M el nnia January 2008

X Charges by Sarvics

s — o Link from amounts to

\endor2 408,728 71 2013, 738,33 5,003 40

i ok Tosl 408,779 71 P027I6.33 205,583 40 Corresponding MSOA

Dt Fsgoris

- I Cenf=rancng Services
L I8 CUN Daball

Sunmary Regoris

St There are multiple ways to navigate through the billing reports:

I UE| Summary

S 0 Report list to the left of the page (you can hide or show this list as you choose)

I I G54 Dispules

i 0] Links across the top under the Billing Reports tab 13
0 Links from within summary reports to lower level reports

Selact Repod1Crileria AWC | TED1 0000 DO0F 0000 000G 0000 £004 - BH \"i ﬂ
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Monthly Statement of Account (MSOA)

Sedel Repor Criteria

U.S. General Services Administration

Bl Pwricsd | fan 2088w Vendor | Wendzl [ | Comract | Uorveraal (w0 AHC | TED ) DGR D000 EE00 EEEE BESE DOEE - B4 - “
Break On | wesier 'F-I'.M'. et | Conrm
| B Wae Bmsonion o B errinrrransye @ pownnn 2 Dusercuse Beoiom
B UOT & fLL - 0 W07 P
MEbaor
GS_‘{\ Eianihly Stwtermant ol Sscmm
Jmnusry 7980
Bl Leeed
Contract: Lrr. Bl o AHC: TR0 1EECOO000C $ESEEEO0O000 I 2T
Vendor: Vesdor? Agency Hame Agescy LDIEPD
Agency Hecarchy Gock; TEE 00000 TSR HENON0 EREE R0 BOAL: TEETH

LA e
Subacsl Tl ecaim mnicason g
Sardce

BlarcerHn and bl caa o
ERrdcmn

ARCurty Sarvican
gl Servesn
pidd il i)
Acpens Sereied
AN

Fexjeral Aelay Bardoe

Total Charges

Line of &oogunieg Carmmihreos (el

a0 IEAND 2 BELTR B D08 pieew| moi| om 50 1T
10 3 17 10 38 oD oae 01| oo 4i01e Al
10 0| IEEATAR i o om| oo 100 1 1T Bl
LR LFati] 157 A2a bl Bt 06 T4 EEad L) [LILEL]] TRR AT X
FL T R RAE T 1,ET8ED T80 TEGL3T om| oo 100 11,705
a0 na|  ieesTn LR L ol oo i 1840043
in L] L] 2.0 () on L] o .00 1140
a0 [ i 77 [ ] os| oo 800 TS
10 (1] (1] (15 ] (111 -1 B i
10 (111 (1] i L] oM oo 100 i
10 (1] 11 s L] oa| oo 100 s
o] traEsE|  rToaEnan 13| 1nnme| Toda| o) jisan| MATAAS]

O LS COMERTING i FOpOn, Bl BB 1T FAS BRing Holp Dok on 1007 008 2807 o o bR g o palli s frows.

HIG B HOT & BLL 00 HOT P&

arim
12800
1S
TELETE ST

1, 11054
FANAT
PRI
NG
(1]

(L0

m
373833 |

High level summary of
charges at Service Type/
Category level

Query by Bill Period,
Vendor, Contract, AHC and
Central/Direct

Link from the Networx
Services column to the
corresponding Service
Summary report

14
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High level summary of

Select Report Criteria

charges at Service level

Bill Period | Jan 2008 v| Vendor | Vendor2 »| Contract | Universal

AHC I TEO1 0000 0000 0000 0000 0000 0000 - Bil

v Query by Bill Period,

Break On | Vendor b | Service Type | Communications Transport Services  |# ! Central/Direct : Central % !

Vendor, Contract, AHC,

@ Hige selection Box I@JPrintl:—rFriendhr @Dcwnlcad-:f: @ vser cuide ﬂCustcm

Service Type and
Central/Direct

Networx
Summary By Service
G S ‘e" January 2008
Communications Transport Services
Billing Level

Bill to AHC: TEQ1 000000000000000000000000
Agency Name: Agency EDMEFG
BOAC: TESTIM
Central/Direct: Central

Contract: Universal
Vendor: VendorZ
Agency Hierarchy Code: TEQ 000000000000000000000000
Line of Accounting:

Vendor GSA
PICC Adjustments Adjustments

Usage Usage Monthly Hon- Taxes &
Volume Amount Recurring Recurring Surcharges

UsF

Asynchronous Tranzsfer Mode 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Circuit Switched Data 0.0 0.00 .00 0.00 a.00 0.00 0.00 0.00 0.00
Combined (local and Long distance) 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Ethernet 00 0.00 0.00 0.00 a.00 0.00 0.00 0.00 0.00
Frame Relay 00 0.00 205.24 .00 10.58 48.88 0.00 0.00 {481.98)
Private Line 00 0.00 0.00 .00 a.00 0.00 0.00 0.00 0.00
TolkFree 0.0 213.03 1.291.28 8.041.05 20462 27698 0.00 {5.00}) {1,198.58)
Voice 0.0 41.79 354.50 0.00 1.79 .48 0.00 0.00 {2.30)
Total 0.0 25482  2,651.72  8,041.05 21699 330415  0.00 {5.00) {1,650.82)

Link from Service column
to corresponding CLIN
Detail report, Usage
Volume/ Amount
columns to
corresponding Call Detail
Summary report, Vendor
Adjust column to Vendor
Adjust report, and GSA
Adjust column to GSA
Adjust report

Total Networx
Charges

0.00
0.00
0.00
0.00
483.25
0.00
8,855.40
400.26
9,738.91

15




Federal Acquisition Service

U.S. General Services Administration

Call Detall Summary report

Select Report Crilenia
B Feriod | a0 JEEE ¥ Vendor | Wendm? (W Contraon | Useenal ¥

AHG | TEOH SO0 BE00 BR800 SEE8 GE88 0046 - Bi '\- ﬂ

Sarvica | -AE - I:In.—lll:l'ml-\:l.':'l: -

B i cemcun Gus O prmter ey it Dowrinan B 2 sercite Hconon

MNebwor

Gal Dol Smrvicn Summary
Januy Pl
Bl Lewed

GSA

CONITE Universs
Vendor: Vasdor?
Agancy Hisrarchy Coda: TEE1 000000 EEEEE000000 S EEEEED
Line of Spcounting:

g UBIACTED 148 TESTASANTED! EI1 TEETHCIIM 1
Callds=PCE BT TER1SE TESTAIAMTED: MTEZ! TEETHECIZM R
Sawund ENCTEI1AE TEETASRHT RN AMTEST TEETHCiI agl
TolbFaga UBMTFTERMAR TESTA it WMTER1 TEBTHCH i
\oiom cewr IF Trnpod UBPTEZ 1S TEETAIANTEN] TESTCTAMTED! BS3CA0T0ES "
Toani TRO ARC TS 000000H 53838 000 TE
TEIEFGHOISIIINDIOONISINE Ascs Confesncing LEBIACTEO1EF TESTASANTED TESTODAMTES] ELIZBRACTY & 8 308 B2 7E
Callie=PCY UBGPTEDTEF TESTASANTED] TESTGGANTED o & 0 om L] b1 1] L] i
Puiwund UGIVETEDEF TEETASANTEN TEGTCOAMTEN b 3 IR A L1 T [E L] 1ae
ToibFiss LGITFTEO1EF TEETASRHTEY TEETCOAMTES o & @ oo [ el [ 108
‘Fzim gverIF Terapot  UDNTEDTEF TESTAIANTED! TESTUTAMTED! TEETMGIZN o & ® om L2 R3] L2 10
| Toial TEDIEY §  MIAD  IWATTA IZenn oz A
| Toial Univeras! Vandor] m RETI IS LTEM 0 mar
(Grand Toosl L] BRE5T 0 LITIE 1,736 0ad 247

Summary of
usage
charges by
phone/ card
number

Query by Bill
Period,
Vendor,
Contract,
AHC, Service
and Central/
Direct
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GSA

U.S. General Services Administration

Federal Acquisition Service

CLIN Detall Report | b
0 Detalil of charges by

;nl::@ﬁn:;na o : : e o CLIN. Lowest level of
1] a0 Z00E (W Voralo | Vantord W CONreEr  Unsaisal W AHC B 0R0E RO I 4 £ e08 - Bl w data available in

E-MORRIS.

Bervize | Frame Asay w | Centralilireat | Certal = |
&) bt seromon Bos :ﬂ'—""-.-_""le-'l:- é Dewnioea Bl B vser daide B cupmip

— | o Query by Bill Period,
GSA sy GSA Vendor, Contract,
AHC, Service and

Coniract; Lnkames BHE o ARG TEO G000 S0 S0 00 S0 00008

Vantdor: Vendog Agency lama; Agascy LOIIFG C I/ [
Agency Herarchy Code; TEO 00 T0E08 00 00808 0080500 0§ BEIAG; TESTE - entra DlreCt
Line of Accounting: Cenirsl!Diract Castral

fig Term  Billng  Insdall Disconin

: MIC Perod Dale  Dabe  Usage 1C  Surchar CC  Char (@) Download |nC|UdeS a”
i Gov't-requested fields
TESU S N from J.12.4.2 (Detall

RS Msaca URFRTRIIAR TESTASRNTEDY 0102002 2D c WHTHEOO AR T O SDvDE 300a sboa 5004 .40 F218- S0D3 sS40 8 B.II. F.I )
Fe= ot | UBFRTEI1AE TESTASRKTEDT jcsci 20 = WHTHW) R PR :': 2 ot 8O0 Bf2B7 300 a0 500 0 0g Bd%2 A7 g
Fuliginl i Sevipe FRS ) IEy g ¥Wao FE Mg 158
Subizial i TRO1ADCOOODOA 0000 30000 02D 50 03 | 2148 50 0 340 4o 003 521 88 .
—r e o0 Does not include call
- — — - . a1.23/08- - -
FES M5 USFRTEIIAR TESTASRNTEDY DI02002 30 = WHTHWOO S AR L oEDDE 50 03 sooa 50 02 514 54 SO0 5001 s1om detall usage
aiad0a
e R UBFSTEI 28 TESTARRRTEDT Olcdali 20 [¢ WHTHBOORMAR EE g O ZDe: 8005 BalDET 50,04 #Han §0. 0 0 od Bald 67
Sumieisl b Saedioe FRS S0 0 Ptk 300 ke 005 0§ o ns
Subtzial kv TRED1EFSHOONO 00000000030 3nod SLED DT 5004 t LB SO0 5003 G 8E
Suiztal fo¢ Verccr Yesderd sopa H--1-8-2 S0 Dd s19.28 F 18- sooa mea
Suticial for Unvesal Condred 30 0 1518 54 30 0 314a.58 Tap A wnl |es 17

Total Chasges S0 §S0 S0 Ha.58 Hp s S0 54851




GSA

Federal Acquisition Service

Conferencing Services report

Sede] Regon Crileria

Bl Puricd’ | Inz JEEE % Wandor | Veedor2 e Comersci | Unfvarasl % AHC | TEO| SEE0 B0OE DEEE DO0K Q000 EO00 - Bl b u
Gapdpe | AL - CentralDiract | Canimal &
- -
B e eteoran Bow 5:-.-:.--'-.-1». O Dowrmond [ 0 e e | e

U.S. General Services Administration

0 Detail of usage &
non-usage charges
for Audio, Video and
Web conferencing
services

Hbaory
Gonferening Eenires
Janusry D1
Bl Lesied

COMIreon sl
Wenor vese
Agency Hierarchy Codec TEE] 2820000000 24 EEEEE000000
Lina of Accounting:

Apency Rame: Agency ENEFG
BOAC: TESTHI
ComtrabTiract: Cartrsl

Cullirg
(=1 ] Card
Degoriplion.  Wamibar

Dmg  Tarm  Combe renos Ccal

e Duraton Cusniing AL

Query by Bill
Period, Vendor,
Contract, AHC,
Service and
Central/Direct

[ILEYTS
Chanyes

0 Usage charges also

UBLCTEG 1A TESTAZMRTES 1 TESTCLIM TEST Cmorptics 2221111231 D am  am oo DEE 4m =002 . .
o LGWCTEEAE TESTASARTESY TESTCLIM TEST Dau EA1 12 0 Am A 000 1SR00 300 150 00 found In Ca.” Detall
o LEWCTES1AE TEETASANTES1 TESTCLIM TEST Dmaitics 2EEREM TN a 0D A A e T 10 A0 B T4 Summar
LBCTES 14 TESTASMRTES T TESTCLIM TEST Cuoipties S2E222IT31 o am  am e 1w am Ty y
4  4m . IS ¥MIE . dm TmEe
| Bukzte For Gos o Uzl A @0 ZAsm WRE AW e
M ME 1HIE  END S D 1ERE

Tohl Charges

o Non usage charges
also found in CLIN
Detall
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U.S. General Services Administration

Federal Acquisition Service

Vendor Adjustments report o Detal of vendor

Select Report Criteria .
Bill Period [Jan 2008 |  Vendor | vendorz v | Contract | Universal v | AHC [ TE01 0000 0000 0000 0000 0000 0000 - Bil ¥ E2 o Que_ry by Bill
service [-All v| centralibirect [ central v PenOd, VendOI’,
Contract, AHC,
@ Hide Selection Box a Printer Friendly Download [=] @ User Guide ﬂ Custom Se rVICe and

Central/Direct

Networx

Vendor Adjustments
GSA danary 2008 €| o Download has

Billing Level dd . I f Id
Contract: Univerzal Bill to AHC: TEQ1 000000000000000000000000 a Itlona Ie S'
Vendor: Vendor2 Agency Name: Agency EJMEFG H
Agency Hierarchy Code: TEC1000000000000000000000000 BOAC: TESTHM 0 InVOICe
Line of Accounting: CentraliDirect: Central N u m b e r
Vendor GovDisp Invoice Orig Term PICC (@) C h arg e d
: Disp No Ho Date Svc UBl ASRN NIC NIC CLIN C/ID SvcAdj TaxAdj USFAd] Adj Total Adj Explanation

Universal Contract A m O u nt
Vendor Vendor2 H
TEQ1ABCO00000000000000000000 GOVDISPO001 121207 TFS UBITFTED1AB c -55.00 50.00 50.00 50.00 -$5.00 Explanaticn of adjustment 0 DISpUted
TEQ1ABCD00000000000000000000 GOVDISPO002 12/12/07 VOIPTS UBIVITED1AB c -5410.28 50.00 50.00 50.00 -$410.25 Explanation of adjustment Amount
Subtotal for TEO1ABCCO0000000000000000000 -3415.25 30.00 30.00 30.00 -5415.25 H
Subtotal for Vendor Vendor2 -5415.25 £0.00 $0.00 50.00 -5415.25 0 B I ” Start
Subtotal for Universal Contract 541525 3000 3000 3000  -$41535 0 B | I I E n d
Total Adjustments -5415.25 $0.00 $0.00 $0.00 -$415.25

1-8
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GSA

U.S. General Services Administration

Federal Acquisition Service

GSA Adjustments report 0 Detail of GSA

adjustments (for
centralized

o — billing)

Bl Pariod | Jes 2008 (W Wendar | Vesdcrz ¥ Contract | Uzwsraal % AHC | TEOT BEED OOK0 DOOO BESE OON0 0000 - BE - ﬂ

= T ] o Query by Bill
i Period, Vendor,

wetwors Contract, AHC
T GSA and Service

Bdling Lavsl
ComTan Lnkenssl B 10 AHC) TER FEE R0 S EE I
Venion Vesiar Aoy ame &geacy ERIEFD
gperoy Hisrarohe O ode TEEBEEEEBOOOOIONMONEEEEEE B4 TEETD

e ; s 0 Includes

L oF Rooounting e .
transition credits
Wumber | RO . A A Adustiont Kat o i £ e Taoad e (|dent|f|ed by

Univeresl  Wensod! T2 1AECDAIDO00MOMOCO00N 33) 12281208 TESTCRCUTIDTED LEWETENIAR TRETAGRATED IR 0P O-JAl-00 TCRFICT TWIereTo0 16321 Yoam MCELAL 1B FET 1M AW AW [FE .

™ B TR M oam A 11,00 TCR |n

TE COOUOONNE30) T 184 100 .

& B LT 10 A R adJ UStm ent
Unvmsdl Vasdo?  TEITABIDHINONENNO0 N amanm [1ams e *
Sukbicay] TR 1B TNNOOOONNO00 1333338 ETEN ] S, oo EL W T E reason)
Bubictal Unienal Vasesd MEd13 Eosy A A CdEal
Total {130 s Sy 1] o [RF- R

*Note: Transition Credit reports for Direct Bill will be on the Transition Information Portal (TIP) web site, along with additional 20

Central Billed transition credit reports.



GSA

Federal Acquisition Service

U.S. General Services Administration

Charges by Service report

Select Report Critenia
Bill Period | Jan 2108 | Vendor | VendorZ (%) Contract | Unieerasl | AHC | TEDT 0000 0000 0000 000D 8000 0000 - 8 bt ﬂ

Cantrallrect | Canirs! Vl

& Hida Sakcion Bow (!t Dowikoad = (B Lsar cuise ..ﬂ Cusiom

Contract: Uniersa
Vendos: VandorZ
Apancy Hierarehy Code: TEG00000000000000008 N—
Line of Accourting:

Phip- Mlip-
Vp

y Pz Fra Atmaz Ethe Comm S
J|000| 452.57) D0H S0 BBzl

Total charges by
AHC and service

Partial screen shot —
report includes
additional fields for
each service and
subtotals by service
type/ category

Query by Bill Period,
Contract, Vendor,
AHC and
Central/Direct

Download only — no
print option
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Federal Acquisition Service

‘UBI Summary report

Seleci Report Crileria
Bill Pericd | Jan 2008 & Wemdor | VerdorZ | Enn'.un.-l!un ersal % AHC

Servioe | Al o :-n-.-l.pm-.;ll:r:r.,l w

TEM 45D 100 D100 0080 DIOE 0000 - Dol entral | [ERY)

@ e Sede chion B al’-"wr-' Frendiy &E.r thoed ®'-'5¢"'-|-:'! ':ql-..-ztr

Metwars
A U Surmmary
G S.Ir'l Jenuary 2008
Detail Level
Comiract: Lrkerssl
Vendor: Verdor?
Agency Hierarchy Coce; TR &BCOG00G0RDG00G0E00E000

Senaipe:
L of Acgounting:

DN o AHC:; TEE 1 DIOOT0E00E00005005000000
Agency Hame: Agency ECTABE
DOAC: TESTO
CermralTirect: Cental

Tiind
Yendor Sernce CD Usape h FICC Charge
Unkersal Wendel TEDMASTROMDGO0MI0NGMIMD ATS UBWCTEAIAE  C nag nan oo 0. nan L] 0340
Unbersal Vended TEDASCDOMHE0M0M00M0I0 CPCS UBICFTERIAE C aag 18393 Bl 0. nan a0 1683104
Unkeraal Wenowd TEQ ADCTOM 000000 FRS UBIFRTEMAR C nag 28297 Rh] 0.9 2384 a4 501 54
Unwenaal Venoerd TENABGIOH O 0XIOMEODE0 LMSE UBILMTED{SZE L QL 147000 LK -0 .08 4,000
Unwereal Yandnd TECASCOOMM00I00I00MI0M0 MFE UBIKFTEM2E © LE anw W00 0. (LX) 0.4 10, 71 )
Unwversal Wende2 TED1ABCCDOMIOA0DI0N00D0000M0 MTSS UBIMTTEDiAB C [/E-11] 540 40 ooo 18500 oan 0.0 Fl6 00
Unversal vendaI TED1ASCCOMMOIMOXNDNEOIMN0 MAIFUFHS LOINITED1AR C o4ag =13 o.00 0,00 0an 0. 8,10
Uniersal Wendor2 TED1ASCCOMMOMOXNOINMMOMO SOMETS  URISOTEDIAE  C LEL] 3,550 84 200 0.00 020 0.9 1,458 54
Uniersal vendor? TED1ARCCOMMOIMONDNNMIMND TFE URITFTEDTAE  C LEL] LEL] E241.08 0.0 0an 0.4 2,105
Unikersal WendeZ TEDASTROMI00I00I0000000 THS UBITWTEMAE C 0ag 1.670.53 oo 0o nan 003 1,576.53
Unkersal VendeZ TED ABCIOEMOMI0NI0MMIM0 VOFTE LUBMITED{AB [ nag o3 g 0. [ B o, 03T
Unksraal Yenowl TEDABCROMI0 0000000 VB UBVCTES AR C 0ag 180 .43 oo R aan 0.0 100435
Butivial TEDABCDO02 00100000003 002000 LR BT 841108 13800 48 ¥ 0.3 55675
Bubioial UnkenalVendorZ LR BT 184t108 19800 0.5 oM ST

Toawl [ B804 19,811.05 185,00 4598 L] 6, 55E.75

U.S. General Services Administration

Summary of charges by
vendor Unique Billing
Identifier

Query by Bill Period,
Vendor, Contract, AHC,
Service and
Central/Direct
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GSA

Federal Acquisition Service

U.S. General Services Administration

GSA Disputes report

Seivct Aeport Criterin

¥woke Bain | AL 5| Vendor | ar ¥ Comraci | -0l W AHC | TREY DORD DOED TS0 MO0 DO00 0800 - 0 W ﬂ
SErvice | -Alk | Sagtum Gode | -l -
Gacee D B RianGe - Frgam To

8 e Benctin Bo S Prmiar Frimscty (‘d.L."'n. oea® Briser cuie Flcumen

Hatwors
58 Hapules

Coriract Usroarsal
Vendon Vestard
Ageney Hierwrchy Codet TEO 1000000 E00 D0 EOOR0OE0IE)
Invoioe Denes ALL
L of Accountings

Gov Dimpule Ineoica

Waroter Comaraet ) LBgi AL Dain

Bai fo AHC: TEOD0800E00 800800803 038000
Apency Heme: sgercy ENEFG
BT TEETI

Charged Diapuisd

Savuio Typa D puie Heason Aim Aura

Chuixtending Adjuximanta

A

Hetured

Wendord ®  OWVTHERGIDT Clowed Mirw! Dhpobed <= S12.500 1223497 TEDABCIGUNE 000 (DI NI DG00 UBITETED AR 12T TollFwe Duploein tili=g ohegas =oa a0 ooa 508
Vendor? Univessl 30WTISPI00Z Cloved Finsl Dbcubed <= 812400 122347 TEDIABCOHODI00I00A00I00NGID0 UAMTESIAS 1Z2TT Voiom over I Toaraporl Pdow ol mebched in Prioes TELH 213.25 o.oa 410 23§
Sustiztul For Irezion Cws 12-DECOT s L3S L] 1#158.35]
Teral Charges TERAR HEaE oog #1853

Detail of disputes
initiated by GSA
on behalf of the
Agency (for
centralized billing)

Query by Invoice
Date, Vendor,
Contract, AHC,
Service and
Status Code.
Optional filter by
Gov Dispute
Number.

Download
includes
additional fields.
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GSA

Federal Acquisition Service

U.S. General Services Administration

Vendor Disputes report

Ealec| REpus Crieria
voioe Dabs | AR ¥ Vendor | .S w ||’h|||l|l..nl. W AHG | TERT OSEE SO0 SN0 S m (s - §iE ¥ ﬂ
Service | 4B ® Sawus Coge| AR (M CanirdDesct | ot %
Gy [ Mo, g - From o
H i Baxc -: ''''' - é:: méou [ hner .-B
Wetwars
" Varder Napitas A
GSA s D L GSA
ORI 1] U e N A HG | T B N B B
ek e A penny Rame dgees EEERD
Apency Hiarardhy Coda: THH 06800000 S0 E000 02 M00S T BOAL: TEETH
Lives o Rodnmi|wuge CenpakTw el CEdld

Jmesr 3340 . u = £
Unbsiriei Vsl T o Do O B DR B eI PRI 1Tl iEHIaT oo B0 ok o oot 15 Tognpnent LG BA TN 4 Tam{iin A0SR Diomea i e Pl o et wrapnongd b B
Wi b | i Eloias T2 O BT (ELE1]

Tol Chargss 1616

Detail of
disputes as
provided by
vendor in
J.125.1
Disputes file

Query by
Invoice Date,
Vendor,
Contract,
AHC,
Service,
Status Code
and Central/
Direct.
Optional filter
by Gov
Dispute
Number.

Download
includes
additional
fields.
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GSA

U.S. General Services Administration

Federal Acquisition Service

Update LOA “report”

All billing report users have view access

AHC Starts With: [TE

& printer Friendly Davwnload =1

View AHE Agency Hame HORCH B = et LoA
Name Name
1 |TE 01 O0000000000M00000000000 | Test Agency TEG TEGTO0  |Universsl
=T [TE Bo000000000000000000000 | Ted Aaency TEDD TEGEH  |Univer=dl THIS CODE IS OPTIONAL AND AGENC YDEFINED
TT |7E Con0000000000000000000 | TeR Agency TED TEGGZ  |Enterpras BIFE A1 OUT B7 CONTRACT IF 70U VIANT
=1 |TE BeOu000000nn0n00000n0000 | Ted Aency TEDS TEGS5S  |Universal | wendar] |OR.BRE 2R.OUT B CONTR ACT.AND VENDOR
7T [TE C50n0000000000000000000 | Te Agency TEDS TEGS5S  |Univerzal | wendorz [WHATAWOLLDYOUTHINKIFISANGOLT GFTUNE
=] [TE o000000000000000000000 | TeR Agency TEDS TEGS55  |Erterpnas TESTLOM T 337 —upto] SUcharaders

Some users have edit access (as approved by DAR Admin)

AHC Starts With: |TE

poac[-ac- v BN EZEE Seoter rriendy Spownioad
Contract  Vendor

Edit AHC Apgency Name BOAC LOA LOADODACC
Hame Hame
L7 | TE 01 000000000000000000000000 Test Agency TED TEDMO0  JUniversal
-.-;) TE 03000000000000000000000000 Test Agency TEDS TEDZ2  JUniversal THIS_CODE_|IS_OPTIONAL_AND_AGEMCY-DEFIMNED
__j TE 03000000000000000000000000 Test Agency TEODS TEO321  |Enterprise BRE & OUT BY CONTRACT IF YOUWANT
-.{)’ TE D5000000000000000000000000 Test Agency TEDS TEDS55  |Universal Wendor! |OR.BRE 2K.0UT BY CONTRACT AND WVENDOR
_'_7‘ TE 05000000000000000000000000 Test Agency TEDS TEDS55  |Universal Wendo2 HATWOULDYOUTHIMKIF IS AN GOUTOFTUNE
22 | TE 05000000000000000000000000 Test Agency TEDS TEDS55  |Enterprise TESTLOMASSY 3757 3—Lpto] 30charadters

Line of Accounting (LOA) — an optional, Agency-defined field that appears on reports and IPAC / non-
IPAC statements for central billing, and may be helpful for tracking and monitoring against an
Agency’s approved budgetary resources.

List of
centrally
billed, billing
level AHCs
with
associated
Billed Office
Address
Code
(BOAC) and
Line of
Accounting
(LOA)

Query by
AHC or
BOAC

Approved
users can
edit LOAs
(see slide 26)
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GSA

U.S. General Services Administration

Federal Acquisition Service

Update LOA edit forms ©  hoas Shlonal and

o LOAs can be assigned:

— o0 Per AHC
Edit Existing Record
AHC  TE 01 000000000000000000000000 O Per AHC and
Agency Hame Test Agency TEO ContraCt (Unlversal
BOAC TEOIDD or Enterprise)
et o Per AHC, contract
Loa| and vendor
popacc[ ] e — o Toassign one LOAto an
S— AHC, enter data in the Edit
o Existing Record form and
click the Apply Changes
button.
AHC  TEO1000000000000000000000000
Agency llame Test ey TEO 0  To assign multiple LOAs to
+ Contract Hame [ st one - 9 an AHC, enter data in the
Vendor llame | seect 0ne - v Add New LOA for this AHC
Loa| form and click the Create
pobacc| | button.
o Changes take effect with
the next billing cycle.
Each centrally billed, billing level AHC has one BOAC and may have zero, one or more 26

LOAs (no more than one LOA per AHC/contract/vendor combination). This form allows
approved users to edit LOAs — not AHCs or BOACs.



GSA

U.S. General Services Administration

Federal Acquisition Service

Break-on option and report tabs

0 Use the Break On
guery options to

:ﬁlii[r:-ldTI::::;i"\' Vendor | -1 * Confroot | -2 'FikHL'i_‘-'E"l.'.l.'.l.'.IJ 0000 0000 DODD DORG 00400 - Summary by break your report
BreskOn[Vencor W Comtesttivect 0 I into separate tabs,
A B | depending on your
& Hige Saleobon Box —-l:"‘:-:"""h'-'ulh '-Y‘::':-‘-'nl:-:-: - ml.'v.‘ Guds Other query
EEEERR Vendort || endor? | selections.
GSA Woribty Stterment o Accoumt o Appliestothe
e = MSOA and Service
Summary reports.
- o0 The Billing
Break On Other Query Option | Result Summary wil
Bill Period Bill Period = YTD Tabs by month automatically show
tabs by month.
Contract Contract = All Tabs by contract

0 The printer friendly
Vendor Vendor = All Tabs by vendor option will show all
the tabbed reports.

Central/Direct Central/Direct = All Tabs by
central/direct 27




GSA

Federal Acquisition Service

U.S. General Services Administration

Report query AHC selector options

o 3 options for AHC selector, depending on how many AHCs you have
o Dropdown list — fewer than 500 AHCs (system default)

o Popup list with filters — between 500 and 2,000 AHCs

o Popup list drilldown with filters — more than 2,000 AHCs

0 How to change your default option

1.
2.
3.

Click the My Account link
Click the Change My Preferences link.

Click the down arrow next to AHC selector
type and select an option.

Click the save button.

When you return to Billing Reports, you'll
see the new AHC selector type.

My Preferences

Common Elements
Download File Format

Alternative Start Page
Rows per Page | 30

Include Column Headers in Download File ! Yes 7;

Agency Billing
Default Report

| Service Summary b |

AHC Selector Type

- " 1
! Drop-down {for limited # of AHCs) W I




GSA

U.S. General Services Administration

Federal Acquisition Service

Dropdown list (system default)

Select Report Criteria
Bill Period | vTD 2008 Vendor [-4- % | Contract [-Al- v | AHC a1 v E3
Break On Central/Direct

-Begine With (Enter Start of AHC in Field at Right-=}

TE* (000 0000 0000 0000 0000 0000 - Summary

TEO1 0000 0000 0000 0000 0000 Q00O - Bill

..TEO1 ABCD 0000 0000 0000 0000 0000 - Detail Central

. . TE0M DEM2 0000 0000 000D 0000 0000 - Detail Dirsct

o Standard drop down list of values ' TEO1 EFGH 0000 0000 000 0000 2000 - Detal Centra
. TE(1 MNOP 0000 0000 0000 0000 0000 - Detail Dirsct
TE0Z 0000 0000 0000 0000 0000 DDOO - Bl

(0] Works for up to 500 AHCs ..TEO3 D000 0000 0000 0000 0000 0000 - Detail Central

... TEOZ ABCD 0000 0000 0000 0000 0000 - Detail Central
... TEOZ EFGH 0000 0000 0000 0000 0000 - Detail Central

0 AHCs appear in the list according to your selections |-z 11110000 0000 0000 000 0000 - Detai Direct

.. TEOZ MNOP 0000 0000 0000 0000 0000 - Detail Dirsct

for bill period, vendor, contract and central/direct .TE02 QRET 0000 0000 0000 0000 0000 - Detail Dirsct

0 Choose from summary, bill or detail levels (note: bill
applies to central only)

o Cantype in all or part of an AHC by selecting the
“Begins with...” option

Select Report Criteria
Bill Period | vTD 2008 + Vendor Contract | -4l- ~ | AHC [ -Begins With (Enter Start of AHC in Field at Right-») | Begins | N < | 29




A
G Sb‘ U.S. General Services Administration

Federal Acquisition Service

Popup list with filters

Select Report Criteria

Bill Period | ¥TD 2008 % Vendor | -4l V| Contract | -Al- hd | AHC |_E” 0000 0000 0000 0000 0000 0000 - Summary | E
Break On Central/Direct

{= Select HHC - Windews Imernet Explarer (=] 0  AHC list appears in popup window when you click on the arrow to
the right of AHC
Select Agency Hiemardhy Code x
. sege #HE o  Works for up to 2,000 AHCs
B behides |
Reprt Tyze [F18i1 [ Detai (2] Samnay 0 AHCs appear in the list according to your selections for bill

period, vendor, contract and central/direct

Bi#si [#]Central [+] Direce

Displey | 20 (| @

o0  Filter your AHC list in the following ways:
o Enter all or part of AHC in AHC Begins With field
o Enter part of an AHC in the AHC Includes field

0 Check/ uncheck Report Type: Bill, Detail, Summary
(note: bill applies to central only)

00 - Dasi Conir o0 Check/ uncheck central / direct
Te0acro o 00 - et Cenn 0 Select number of records to display
Sty Beersaizas o Click “Go” to refresh the list based on your filters

TEDZ MNDF 00 - Diertend Dina-ct
TEO3 ORST o002 0a00 DOEE 0000 0800 - Delai Diract

TER3 EFOH

0 Click on an AHC to populate the AHC field in the 30
Select Report Criteria box

X Clrse= Vindow



GSA

Federal Acquisition Service

U.S. General Services Administration

Popup list drilldown with filters

0 AHC list appears in popup window when you
click on the arrow to the right of AHC

0  Works for any number of AHCs

0  AHCs appear in the list according to your
selections for bill period, vendor, contract and
central/direct

o0  Filter your AHC list in the following ways:

0]

0]

o O

Enter all or part of AHC in AHC Begins
With field

Enter part of an AHC in the AHC Includes
field

Select one Report Type: Bill, Detail or
Summary (note: bill applies to central only)

Check/ uncheck central / direct
Select number of records to display

Click “Go” to refresh the list based on your
filters

0 Click on an AHC to populate the AHC field in the
Select Report Criteria box

Select Report Criteria

Bill Period | vT0 2008 |+ Vendor [-Al- |~ Contract [-Al-

2N - |

V|AHC |_E””UUUU 0000 0000 0000 0000 0000 - Summary

Break On Central/Direct

ﬂ: Select AHC - Windows Internet Explorer
(=

Select Agency Hierarchy Code
| | anc
AHC Begine With —— 7————
Includes
Report Type () Bill () Detail (&) Summary
Billed Central [¥]Direct
s[5 ¥ @

TE** 0000 0000 0000 0000 0000 0000 - Summary 10 Ahcs
TEQ1 0000 0000 0000 0000 0000 0000 - Summary 4 Ahcs
TEQZ 0000 0000 0000 0000 0000 0000 - Summary & Ahcs

X Close Window

—>

0  Orclick on the green
number-of-record links to
view the detail AHCs below
a bill or summary level

{= Select AHC - Windows Internet Explorer
e/

Select Agency Hierarchy Code
TE T | AHE
Includes | .

Bills to AHC |

AHC Beging With

Report Type () Bill (&) Detail ) Summary

Billed Central [w]Direct
Display! 20w @
@ Back

TEO1 ABCD 000C 0000 0000 0000 Q000 - Central
TEO1 DEM3 0000 0000 0000 0000 0000 - Direct
TEO1 EFGH 0000 0000 0000 0000 0000 - Central
TEO1 MWOP 0000 0000 0000 0000 0000 - Direct
TEQ2 0000 0000 Q000 (000 0000 0000 - Central
TEO3 1111 0000 0000 0000 0000 0000 - Direct

0] Click on an AHC
to populate the
AHC field in the
Select Report
Criteria box
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Options for data analysis

: o0  Each billing report has a custom icon along
% Printer Friendly Download = @ user Guide ﬂ Custom with print & download
0 Click on the custom icon to access the
custom query functionality

on | Rows [ (9] [co] i o Each custom report page includes:

o0 Search bar

0 Query and format options

o Data per query and format results

Contract Mame
WVendor Mame
Ahc

-&i Senvice Type

O0XE
5 56t 3¢ ¢

Contract Hame : Enterprise, Vendor Name : Vendor2

TEX1ABCDO0OOO00000C0000000000  SSMT 887 UBIMTTEOMAR - 0224001 10 - C WASHDC

TEO1ABCDO0000000000000000000  WICP 2816 UBICFTEDAB - 0530009 1 - C HRNDWA

TEO1ABCDOO000000000000000000 TTFR 282 UBIFRTENMAB TESTASRNTEO1 0000000 2 - e WHTMMC 32
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Customized Billing Reports

Options for data analysis (continued)

I e =] -
. Anc | TE01ABCD00000000000000000000]| Rows [ 15+ e 38

0 Use the search bar to:
o Set filters for querying the data
o0 Set number of rows per page
0 Access the actions menu

o] Click on a column header to:
) @ B E o Sort on the column

0 Hide the column
| o0 Break the column out

TESTASRHTEO1 as a sub header
TESTASRNTEO o Filter the data in the
column

] Select Columns

Y Fiter
1

2 Zort
7 7

Control Break

EEH nighiart

Eemi
qaa  Compute
|

I__z_ Aggregste

g crert

.
@ Flashback

ﬂ Save Report
@ Reset

@ rer

:_;_i Doswwnlosd

0]

(@)

(@)

(@)

Use the actions menu to:

Select the fields you
want to include

Set report filters

Select which fields to
sort on

Select how to group
the data

Highlight certain data
conditions

Perform functions
(e.g..,. sum, average)
Create basic charts

Save your changes in a
new report

Reset default options
Download data

33
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Action Menu

5= Sakct Columns Control Break ég‘; Sort
Do bt Diizplay Digplay in Report Calmn Statuz Calumn Direction Mull Sorting
A :!ul_l Tym= - 1 | Rptdate w || Dizabled V| 1 | Rptdate w || Descending |+ || Diefault V|
b k-?“ ; 2 | Contract Name v || Enabled v | 2 | contract Name v || #scending  + || Detaur ~|
B i;:\ g 3 | sendor Name | [ Enabled v ] 3 [ sendor Name v || #ecending s | [ Mulls Muays Est v
# E;-r - 5 4 [#he | [ cisabled v 4 [ e | [ Ascending 3| [ Mulls Aways First &
g :::‘;r:r._ & 5 | Select Column - % || Enabled v| 5 |- Select Coumn - || Ascending | v || Defaut ~|
& I‘_-'_i._ :, = B | Select Column - -~ || Enabled v| 5] | Select Column - w | | fecending W || Default v|
0 Select which columns to display 0  Select which fields to 0  Select which fields
o  Select the display order break out as sub-headers to sort by
o Toggle between sub-
- headers and report fields
' Filter
Calumn Operator Expression
[arg Mic «|[in | |[CHOGIL 3UBS SNFNCAZIUAL
[ Cancel ] [Delete ][Apply ]

o  Filter your query on any field
o Choose from multiple operators depending on the field selected 34
o Filter for multiple data values depending on the operator
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Action Menu (continued)

““"IHighlight ] Compute [ X Aggregate
Mame |demo highliott L T T T —————— ARITEGEIKN - e Aggrgaten - W]
sequence] ot Hoating men e Fometsk FHLIRGIHIGHGIT ] e
sguence gj_o [ e R e |
Enabled | Tes v | TaToll IT‘DGH_‘ ey
Highlight Type | Fow +| LEFE |
Background CDIDri;lFFE:EQ |:| vellow] [green] [biue] [orange] [red] (0] Add CO|Umn tOta|S or
Text Colorif_qs_ug:_c B cctow) (oreen (bl [orange] [red] Columres - H*"’“_"’ Functiong - subtotals
Highlight Condition M assan i : i
Column Operatar Expression AL = L PO MONT H‘E e
[mrc IE v||300 s E T i i
' : U HRG 12 3|+ caT e s oo
Dascripdon |dmscoption iz omsons]
%, Tax Surchange e a i CEIL i Iml |
0  Highlight cells or rows per your s coraen usng cabi slazss
designated data conditions — o  Save the report for
o  Choose background and text 2 emcanay, s _ later use
colors by clicking on the color box RTINS R IERE A RE R
or link (ot
o  Setthe data conditions to be o  Add new columns based on computations
highlighted of existing columns (e.g.., total charges) 35

o  Select columns and use the keypad to
build the computation
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CLIN Detail example

Working Report m

Saved Report = "my report”

¥ Ahc = TED1ARCDO0000000000000000000"
¥ Orig Mic = 'CHCGIL3URS'

T Orig Mic = WASHOCBLMTS

Orig Mic in 'CHCGILT3UES, SMEMCAZGAA
ptdate

in a new tab

under the tab

ontract Name
endor Narne
he

dema highlight | 5%

clicking the X

Contract Name : Enterprise, Vendor Name : Vendor2

0  Your saved report appears
0 Report name also appears

o0 Can be deleted by

o Filters, control breaks and highlight
conditions appear above the data

o Can be toggled on or off by clicking
the check box

o0 Can be edited by clicking the link
o0 Can be deleted by clicking the X

Digconnect Date NRC Tax Surcharge USF PICC Total Charge total less taxes

01-JA&N-03 TEOM ABCDO0000000000000000000 - UBIMTTEQ1AB  MTSS &7 0224001 10

(s s}

01-JAN-03 TECM ABCDO0000000000000000000 - UBIMTTEC1AB  MTSS 987 0224002 10

Contract Name : Universal, Vendor Name : Vendor2?

D
01-JAN-03 TECM ABCDO0000000000000000000 - UBIMTTEC1AB  MTSS 9ETES 0224002 0 C WASHDCBLMTS -
®

01-JaN-03 TEM ABCDO0000000000000000000 - UBIMTTEO1AB  MTSS 9ETES 0224001 10

T-40f4

Fields are displayed in the order you set
Sub-headers are broken out as you specify

o  First sort is indicated by an arrow next to the
field name

o O

WASHDCELMTS -

WASHDCBLMTS -

WASHDCELMTS -

000 S00.00 000 15000 0.00 0.00 650,00 $300.00

0.00 0.00 0.00 -45.00 0.00 0.00 -45.00 §0.00
Sum: 0.06  Sum: 500.00  Sum: 0.00 Sum: 10500 Sum: 0.00  Sum: 0.00 Sum: 605.00 Sum: $500.00

0.00 0.00 0.00 -45.00 0.00 0.00 -45.00 §0.00
0.00 500.00 0.00 150,00 0.00 0.00 650,00 $500.00
Sum: 0.00  Sum: 500.00  Sum: 0.00 Sum:105.00  Sum: 0.00  Sum: .00 Sum: 605.00 Sum: $500.00

Computed columns and subtotals appear

as you set them

You have the option to download the data 36
in your report
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Manage Users Screens

o As an Agency DAR Administrator, you can act as an E-MORRIS
account manager for your Agency (in addition to being an
Agency user)

o View and manage account requests submitted through the
Register Now web form for your Agency Hierarchy Codes

o Create and edit accounts for other users in your Agency

0 Assign AHCs as high as your access allows, or as low as 28
characters

0 You can not provide access outside of your own account
permissions

37
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Manage Users Screens (continued)

0 Use of these screens is OPTIONAL

o If you have E-MORRIS access, you will get a system email
when a user in your Agency requests access through the
registration web form

o0 Approve (or deny) the request via the Manage Users
screens, OR

0 Reply to the email and GSA will manage the request

o If you do not have E-MORRIS access, GSA will forward the
request information to you via email

0 Reply to the email and GSA will manage the request

0 You can also use the Multiple Users registration form
38
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M an ag e U S e r S S C r ee n 0 Manage Users screens available

to Agency DAR Administrators
(and GSA)

m Billing Report=s Manage Users

Manage Users Browse Users Edit Uzser Browse Reguestz Create User

Heme > Mensgs Users 0  Access the screens by clicking on
the Manage Users tab

Manage User Accounts .
0 View open account requests,

Open User Requests Password Reset Requests Failed Logon Attempts password reset requests and
other status information

Userid Reguested ¥ Ui Time LE: no data found
W encther.cnefagency.gov 01-0CT-08 {Hours}
1.1 ? new.userf@agency.gowv -3543
AR AR 0 Click on the icon to the left of an
-2

open user request record to view

Users Who Need to Change Passwords details of that request

no data found
o  Or navigate among the screens
by clicking on the links
underneath the Manage Users
tab

39
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Browse Requests screen

Home = Mansge Ussrs = Browss Reguasts

Requests for Account Action

Search |

Open  Email Address Narme Status Reguested

i co)

m Billing Reports Manage Users

Manage Users

Browse Uszers  Edit User Browse Requests

? another.one@agency.gov One, Another OFEN 10401708 14:51
W new.user@agency.gov User, New CLOSED|10/01/08 14:47
W emorris.account@agency.gov|iceount, Emorris |CLOSED|10/01 /08 14:45

-2

Details
Email Address ancther.ens@agency.gov
Name Ancther One
Address 100 Sags Drive
Yellowstone, WY 955595
Phone §95-555-8080
AHCs Requested TEOMABCD; TEDZABCD
Modules Requested Networx Biling
User's Comments thiz iz a test request for training

Create User

Work Hotes

| Close Request Deny Request | Create Account
Remowe from My List

View details of a user
request by clicking on the
icon to the left of a record

You can enter work notes if
you choose

Click on the Create Account
button to create the account

Click on the Deny Request
button if you don’t authorize
the account

Click on the Close Request
button if, for example, the
request is a duplicate

Click the Remove from My
List button if the request is
not from your Agency (this
will flag GSA to investigate)

40
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o Ifyou link here from the Browse
Requests screen, the fields will be
auto-populated with the request
information.

Create User screen

[ o 1 nventory | it epurs TR
Horage Usere  frewes Users

Bilireg A
Etle GmueeGequeste Creatn User 0 You can change access (e.g.., lower

level or additional AHCSs) or create the
Create New User Account

| Yoy can creats a3 new

| ACDLETE O W

| chengse the Trsl e that

| = ussT DgE un

| 1Fyeu heve Inked here frem
| e Brows
| e Tiaida Pave
| filed far yosr amvenienc

Unemricd mrathar an=Bagency gow

[Email Aaidres]
Caontact Information
Firss Hame |&ngther

Lass Hame [Onz

Address |10 Sage Orive

City [Telowsione

Etate |V
Tp |BEE3

Frione |B5E-L5E-5050

At Emall

Comenants e is as=at recuest for
training

':."-.: Cired Regiaiaios Requesl

Access Information

Loy BermuEsiats o Aol Ue rSocount

Ko - Do hox Uss Uocel 38

Elpde] Usend

[ update user it Mods Updated

Wendors |

Agancy (e aBC0 TEIARCD Conireets 7] .

Hierarcthy
Codes

Atiach thin Additional Ma=asgns to the Email to the Uzesr

account as requested .

Click the Create User button to
complete account set-up.

The user will get a system email with
User ID and password.

You can add optional text to that email
by entering it in the box provided
(note: it will be the same font as the
email, so you might want to surround
it with asterisks (*****).

You can also use this screen to create
a user account without starting from a
registration request. 41
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Browse Users screen

0 Once an account has
been created, a record
[ Home | inventory | Billing Reports |ITCAC | appears in the Browse

Manage Users Browse Users EditUser Browse Reguests Create User USGI‘S ||St

Home = Msnsge Users = Browss Usars

o You can click on the icon
to the left of a record to
edit the account

Browse User Accounts

search | |Disp|a'_.r[ 15 [ @

it e:.:nel’aagency.gev An:t.he: LEd m‘ec' ard 0 You Can SearCh by a” or

W emorris. accountfagency.gov]iccount, Emorris N n 13 days " part Of a. User ID Or Name

';%‘ emprris. user@agency.gov User,Emorris 8. N 13 days N

f_qnew.user@agency.gnv User, Hew N n 13 days " 0 YOU Can SOI’t On a Column
by clicking on the column
header

42
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Edit Users screen

m Billing Reports Manage Users

Manage Users Browse Users  Edit User Browse Reguests  Create User

Home > Manage Users = Edit User

@ Return te Browse Page

Tasks for Another One

Reszet Password

Remove User

Edit Notifications

Edit Preferences

Make Model User

Tranzfer Uzer Management
Copy User

Status of Account

Pazzword changed 0 days
age

Last logen 0 days age
Mew - uzer haz not legged
on

Password reset reguest
sxpires in 1418 hours

Edit User Account for another.one@agency.gov

Userid [_
{Email Address) L—

another.onef@agancy.gov Vl

Contact Infoermation

Access Information

First Name |4&nother

| Copy Permissions from Another User Account

Last Name |0ne

Address |'1EID Sage Drive |

Clty| rellowstons | Or, Set Permissions Individually
Modules Agenc:yBiIIing
|:| Agency NI
Phone [993-552-5020 |
Alt. Email | |
Comments |this is a test request for _Agency |Teg1ABCD
training H'eéﬂr;h‘r’ TEO24BCD
odes

Billed all
ecentral
Ol pirect
Vendors Ven:lcr‘I
Ml vendorz
Contracts AII
[ universal
D Enterprize

Select a User ID to view an account
record (or link here from the Browse
Users screen)

Edit POC or access information

Click on links in the task box to:

0 Reset password — optional,
since any user can reset using
the Reset Password button on
the home page

0 Remove User — delete or
temporarily disable an
account, as needed

o Edit Notifications or
Preferences — optional, see
slide 8

0 Make Model User — optional,
use same permissions for
subsequent accounts

0 Transfer User Mgt — send
account back to GSA, if
needed 43
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E-MORRIS Help and Contact Info

o Contact Us link — FAS Billing Help Desk Info
0 Phone: 1-877-944-8677 (toll free)
o Email: fasbilling.help@gsa.gov

0 User Guide link
0 Detailed user guides (depending on access)
o0 E-MORRIS presentation — training overview (public access)
o Future: video training files (depending on access)

0 Reset Password button
o Web form for automatic password reset

0 Request Assistance button
o Web form for requesting assistance (other than password resets)

44



